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CAREER DEVELOPMENT PLAN

The Career Development Plan (CDP) will serve as a valuable tool during the Emerging Leader’s two-year internship to set goal and plan resources.  The CDP is a tool that the ELP Intern and his/her supervisor should use to communicate and clarify expectations for training, rotations, and other developmental activities.  Mentors are also expected to provide advice and guidance in developing the CDP.  The CDP process will help the Intern discern which developmental activities will be the most appropriate for career advancement.

The CDP is a planning document, which will be modified throughout the first year with the goal of implementation during the second program year.  Supervisors will help guide the planning process by suggesting realistic training choices that are consistent with the agency’s mission as well as budgetary constraints.  

The CDP form is posted on the ELP’s Communities of Practice (CoP).  An electronic copy should be downloaded for ease of both recording and submission in draft form.  The Intern should retain the signed original and send copies to the Supervisor, OPDIV Coordinator, and the ELP Program Coordinator.
While it is recognized that each CDP should be individually tailored, all must contain the following:

· Name

· Home OPDIV Coordinator

· Mentor’s Name

· Home OPDIV Supervisor’s Name
· Target date for completing the program, and an annotation when it has been completed.
· A brief description of the target position (short-term and long-term goals) and specific learning objectives to cover areas that will provide the Intern with the knowledge, skills, and abilities to qualify for a target position upon successful completion.  Accomplishment of all CDP objectives should demonstrate that the intern is qualified for the target position.  The supervisor and the intern are partners in determining that the objectives set forth in the CDP have been met.

· Signatures by the ELP Intern, Home OPDIV Coordinator, Mentor, Supervisor, and HHS Mgmt.
· CDPs should be designed around specific learning objectives for the two-year internship.  The learning objectives should include general management as well as technical skills that will be gained through experiences that will qualify the Intern for the target position.  Federal Executive Core Qualifications (ECQs) and HHS Competencies should be addressed.

· CDPs should clearly indicate how the learning objectives are to be accomplished, e.g., job rotations, task force assignments, projects, formal training.  Time frames and costs for the accomplishment of the learning objectives should also be indicated.

· Participation in program events such as orientation and mandatory training sessions.  (Individual agencies may require additional participation in agency events).

· CDPs should be treated as planning documents that should be reviewed periodically and revised as appropriate.  CDPs should contain a clear statement of when reviews will occur and who will be involved in the review.

Assistance

Questions should be directed to the Supervisor, Mentor and/or OPDIV Coordinator.
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